Work Objectives

AS-01 Summer Student

PCSP, Resolute, NU

1. Provides administrative support to the base managers at the Resolute facility. 

a. Ex: filing, faxing, scanning and photocopying, commercial room bookings for contracted pilots in the field. 
2. Assists in the processing of air carrier waybills, procurement processes, charter tickets, etc.
3. Assists field equipment officers with receiving, warehousing, shipping, loading and off-loading of aircraft, etc. (training, health and safety requirements?)
4. Data entry to PCSP systems for administrative and financial management.
a. Room assignments, misc. project charges, etc. 

5. Meets researchers upon arrival on scheduled flights as well as from field locations. 

6. Organizes tours of the PCSP facility outlining meal time schedules, fitness centre hours, etc.
7. Assists where needed in day to day operations of the facility (e.g., communication with the kitchen, lab inspections, etc.)
8. Arranges activities such as movies nights, current research information sessions, etc.
9. Contributes to special projects for PCSP facility and operational improvements such as

· Information and reading area within the large lounge area of the PCSP. 
· Museum / memorabilia area

· GIS

